
Cattaraugus County Board of Elections

Election Inspector Training

Online Training

Presenter
Presentation Notes
If you are viewing this presentation outside the environment of the Election Inspector classroom, please download an Election Inspector Training manual at www.cattco.org



Who Are We?
• The Cattaraugus County Board of Elections is 

located at 207 Rock City St. in Little Valley.

• The BOE consists of 2 Election Commissioners, 
one Democrat and one Republican and a staff of 
four. We serve 55 election districts, at 50 polling 
sites, in 32 towns, and 2 cities.

• On Election Day, election inspectors are assigned 
by the Board of Elections to act as Table or 
Machine Inspectors. 
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The Cattaraugus County Board of Elections is located at 207 Rock City St. in Little Valley.

The BOE consists of  2 Election Commissioners, one Democrat and one Republican and a staff of four. We serve 55 election districts, at 50 polling sites, in 32 towns, and 2 cities.
 
On Election Day, election inspectors are assigned by the Board of Elections to act as Table or Machine Inspectors. 




Basic Equipment Terms
All new ImageCast Evolution (or ICE) tabular/machines 
were purchased for Cattaraugus County.
An ImageCast Evolution (ICE), which utilizes pre-
printed ballots for both disabled and non-disabled 
voters. 
You will find that these machines are easier to set up and 
to use.
An audio voting terminal consisting of a hand-held Audio 
Tactile Interface (ATI) allows for easy voting experience 
for anyone requiring assistance.
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Basic Equipment Terms
All new ImageCast Evolution (or ICE) tabular/machines were purchased for Cattaraugus County.
You will find that these machines are easier to set up and to use.
An audio voting terminal consisting of a hand-held Audio Tactile Interface (ATI) allows for easy voting experience for anyone requiring assistance.



Basic Equipment Terms – cont’d
• A main compartment/ballot box for storing 

all ballots that have been reviewed and/or 
cast by all the voters. 

• A write-in compartment for storing ballots 
with marked write-in votes. A segregated area 
inside the belly of the machine, they must be 
kept separate.

• A lockable emergency compartment to be 
used as a temporary/emergency ballot 
repository for ballots. 
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A main compartment for storing all ballots that have been reviewed and/or cast by all the voters. 

A write-in compartment for storing ballots with marked write-in votes. 

A lockable auxiliary compartment to be used as a temporary/emergency ballot repository for ballots. 




Poll Workers
 Enforce NYS Election Laws
 Ensure Voters Rights
 Demonstrate Professionalism & 

Sensitivity
At all times we need to be professional and 
sensitive to the people around us on 
Election Day, whether they are fellow 
Election Inspectors or Voters. 
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Poll Workers (Pg. 4)

Enforce NYS Election Laws
Ensure Voters Rights
Demonstrate Professionalism & Sensitivity
At all times we need to be professional and sensitive to the people around us on Election Day, whether they are fellow Election Inspectors or Voters. 



It’s Up to YOU!
• The success or failure of the election process 

depends to a great extent on how well you
carry out your responsibilities at the polls.

• The work of an inspector can be difficult and 
tiring.  But when you have done the job 
well, you will know that the voters of 
your election district have been well 
served.
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The success or failure of the election process depends to a great extent on how well you carry out your responsibilities at the polls.

The work of an inspector can be difficult and tiring.  But when you have done the job well, you will know that the voters of your election district have been well served.




Poll Worker Requirements:

• You must be 18 yrs. old, a registered voter, and 
able to read and write English.

• You must not be an elected official or be a 
candidate for elected office – or the spouse, 
parent,  or child of a candidate for elected office 
in the district in which you serve. 

• You are required to participate in training and 
pass an election poll worker test once a year.
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Poll Worker Requirements:
You must be 18 yrs. old, a registered voter, and able to read and write English.

You must not be an elected official or be a candidate for elected office – or the spouse, parent,  or child of a candidate for elected office in the district in which you serve. 

You are required to participate in training and pass an election poll worker test once a year.




Working Hours

Arrive one hour before opening.
Leave when all reports are completed correctly 

and all equipment and supplies are packed away.
Voting hours for a Primary are 6 a.m. to 9 p.m.
Voting hours for the General Election are 

6 a.m. to 9 p.m.
Be prepared! Dress comfortably, but presentably. 

Bring enough food and medication for the day.
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Working Hours

 Arrive one hour before opening.
Leave when all reports are completed correctly and all equipment and supplies are packed away.
Voting hours for a Primary are Noon to 9 p.m.
Voting hours for the General Election are 6 a.m. to 9 p.m.
Be prepared! Dress comfortably, but presentably. Bring enough food and medication for the day.




The Poll Site Team
 Each district’s poll workers officiate as a board.

 You’ll be assigned to one of two bi-partisan 
teams:

-- Table inspectors
-- Machine inspectors
Working in teams ensures integrity!

One chairperson for each district is elected by 
that district’s inspectors.
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At the Polls 

Each district’s poll workers officiate as a board.

You’ll be assigned to one of two bi-partisan teams:
	-- Table inspectors
	-- Machine inspectors
	Working in teams ensures integrity!

One chairperson for each district is elected by that district’s inspectors.




Duties of the Chair
The chair is the team leader who supervises 

Election Day activities.

Specific duties include:
• Accounting for and distributing all election district 

supplies;
• Assigning inspectors for the return of supplies to the 

county board.
• Making sure all forms (and pay vouchers) are 

completed correctly and returned in the proper bag or 
folder.

Presenter
Presentation Notes
Duties of the Chair

The chair is the team leader who supervises 
Election Day activities.

Specific duties include:
Accounting for and distributing all election district supplies;
Assigning inspectors for the return  of supplies to the county board.
Making sure all forms (and pay vouchers) are completed correctly and returned in the proper bag or folder.




Poll Site Lines of Communication

Board of 
Elections

Poll Site
Chair

VOTER

Table 
Inspectors

Machine
Inspectors
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Poll Site Lines of Communication (Pg. 5) 

The line of communications at the poll site Starts with the Board of Elections, which communicates with the poll site chair.

The poll site chair coordinates with the table inspectors and machine inspectors, who interact with and assist the voter.



Inspectors Voting Absentee

If you don’t vote at the same poll site 
where you work, you must apply for an 
Election Inspector Special Absentee 
Ballot. You may go directly to the BOE and 
vote in person or one can be mailed to 
you prior to the Election.
You are also have the option of voting 
early during the nine days of early voting!
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Inspectors Voting Absentee
If you do not vote at the same poll site where you work, you must apply for an Election Inspector Special Absentee Ballot. You may go directly to the Board of Elections and vote in person or one can be mailed to you within the two week period prior to the Election. This will ensure proper poll site coverage during the day. 




Professionalism & Sensitivity

• At all times we need to be 
professional and sensitive to the 
people around us on Election 
Day whether they are fellow 
Election Inspectors or Voters. 

• We need to remember why we 
are there - to help the voter 
when needed. 
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At all times we need to be professional and sensitive to the people around us on Election Day whether they are fellow Election Inspectors or Voters. 

We need to remember why we are there - to help the voter when needed. 




Voter with Disabilities
• Communication
• Environment
• Special 

equipment 
• Service animals
(It’s not our job
to determine
disability.)

The ATI will be plugged in and ready for 
use. You will only need to attach the 
earphones stored in the compartment 
on the top of the machine. Refer to the 
machine training manual if needed.
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Voter with Disabilities

Pollworkers  should always be prepared to assist voters with disabilities – remembering it is not our job to determine if someone is disabled. Many disabilities (such as visual or learning disabilities) are not obvious to the observer. Everyone should be treated with dignity and respect.

Key elements of helping disabled voters are good communication, an easily navigated and welcoming environment, readiness of special equipment and accommodation of service animals.

The ATI will be plugged in and ready for use. You will only need to attach the earphones stored in the compartment on the top of the machine. Refer to the machine training manual if needed.




Things To Do!

• Assist voters
• Be aware of Special Needs
• Make eye contact
• Be courteous
• Always be Bi-Partisan
• SMILE
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Things To Do!

In order to better serve and provide a positive voting experience for the voters at your polling site:
Assist voters
Be aware of Special Needs
Make eye contact
Be courteous
Always be Bi-Partisan
SMILE




Things NOT To Do!

• Gossip.
• Be intrusive or partisan.
• Touch the voted ballot.
• Sigh or roll your eyes.
• Talk on phone (except for calling BOE 

for help.)
• No tablet/laptop use is permitted.
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Things NOT To Do!
No one wants to be treated poorly when they go to the polls. We want them to have a good voting  experience and positive impression of the team.

This means we should not:
Gossip.
Be intrusive or partisan.
Touch the voted ballot.
Sigh or roll your eyes.
 Talk on phone (except for calling BOE for help.)




Biggest No-No of Them All! 

STOP!
At no time will an
Election Inspector
Take the Ballot

From the Voter and
Insert the Ballot into

the Machine
DO NOT TOUCH
THE BALLOT!
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The biggest “Don’t” of them all is:

At no time will an
Election Inspector
Take the Ballot
From the Voter and
Insert the Ballot into
the Machine
DO NOT TOUCH
THE BALLOT!

Once a ballot is given to a voter who votes on it, it is only the voter who should feed it into the machine.
The exceptions are:
1: when a bi-partisans team of inspectors must feed ballots taken from the emergency slot into the machine once repairs are complete;
2: if a ballot is found abandoned some place other than the machine and has to be place in the black nylon abandoned ballot bag;
3: the voter has requested assistance from a bi-partisan team of inspectors and requests help feeding the ballot into the machine.



Voters Bill of Rights
• Outlines voters’ rights and 

lists voting hours for the 
election.

• Must be posted in plain 
view, along with the 
sample ballot(s) at each 
polling place. (Located in 
Opening the Polls Folder).
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Voters Bill of Rights (Pg. 8)
Must be posted in plain view at each polling place. (Located in Opening the Polls Folder).

Outlines voters’ rights.

Lists voting hours for the election.




ICE Machine – (ImageCast Evolution)

Ballot box

LCD Display/
Monitor

Emergency
Ballot Slot

Ballot Scanner
(Insert Here)

ATI
Equipment

Storage

Note: Accessible voters use same ballots as other voters and feed 
ballots into same scanner slot. ATI equipment is available. 
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Refer to the ICE Quick Reference Guide or ICE Pollworker Manual.



Scanner Only

Ballot Scanner
ICP

Ballot box
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Some poll sites utilize an additional scanner-only (ICP) machine, with no ballot marking device for disabled voters. One BMD device is required in each election district and most election districts only utilize one machine.
At present, the exception is Olean Ward 1, which has a higher volume of voters and uses two machines for a General Election.
Scanner-only (ICP) machines are also used in some school elections.



Inspector Training Slide Show 
Password

#1  Little Valley



People Allowed at the Poll Site 

Who is allowed in the Polling Site?

• People allowed in the polling site before the 
polls open include:

• Inspectors
• News Media
• Pollwatchers
• Board of Elections Staff
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People Allowed at the Poll Site (Pg. 13)
Who is allowed in the Polling Site?
 
People allowed in the polling site before the polls open include:				
Inspectors						
News Media
Pollwatchers
Board of Elections Staff (You will likely see one of the commissioners or machine technicians throughout the day.)
Do not hesitate to call the Board of Elections if you are unsure.






Pollwatchers
Becoming a Certified Pollwatcher:

• A Pollwatcher is a person appointed by the 
Chairman, secretary or candidate of a political 
party to observe the Election Day procedures in 
an election district.  They have a certificate which 
must be collected and kept by the inspectors and 
placed in Gold Nylon Bag for return to the Board 
of Elections with a Sheriff Deputy at close of 
polls.

• Pollwatchers must be qualified voters in the 
county in which they serve.
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Pollwatchers
Becoming a Certified Pollwatcher:
A Pollwatcher is a person appointed by the Chairman, secretary or candidate of a political party to observe the Election Day procedures in an election district.  They have a certificate which must be collected and kept by the inspectors and placed in Gold Nylon Bag for return to the Board of Elections.
Pollwatchers must be qualified voters in the county in which they serve.




Pollwatchers
• Each Pollwatcher must report to the Election District 

Chairman and identify themselves as such. 
• Work together with the pollwatcher, offer a chair if they plan 

to stay. You should position them out of the way of traffic 
but within hearing distance.

• Pollwatchers may not assist, in any manner, in the conduct 
of the election or be part of any electioneering in your 
polling site.

• Pollwatchers are not allowed to handle any official 
documents or otherwise interfere with Inspector duties.

• Only one Pollwatcher from each political party committee 
or independent body may be within the general election 
inspector table at one time.
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Each Pollwatcher must report to the Election District Chairman and identify themselves as such. 
Pollwatchers may not assist, in any manner, in the conduct of the election or be part of any electioneering in your polling site.
Pollwatchers are not allowed to handle any official documents or otherwise interfere with Inspector duties. This type of help is strictly prohibited.
Only one Pollwatcher from each political party committee or independent body may be within the general election inspector table at one time.




Pollwatchers
How many Pollwatchers are allowed on site?

• In a primary election, any candidate and any 
party committee may have a maximum of 
three Pollwatchers at a polling site 
representing each candidate or party for an 
election district at any time.

• In a general election, any party committee or 
independent body with one or more 
candidates may have up to three Pollwatchers
at a polling site for an election district.
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How many Pollwatchers are allowed on site?
In a primary election, any candidate and any party committee may have a maximum of three Pollwatchers at a polling site representing each candidate or party for an election district at any time.
In a general election, any party committee or independent body with one or more candidates may have up to three Pollwatchers at a polling site for an election district.




Opening the Polls 
When should Inspectors arrive?

All inspectors must arrive at the polling site at 
least 60 minutes before polls open.

When is the polling site ready to be open?
You may not open the polling site until at least one 

inspector from each political party has arrived.
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Opening the Polls

When should Inspectors arrive?
All inspectors must arrive at the polling site at least 60 minutes before polls open. 

When is the polling site ready to be open?
You may not open the polling site until at least one inspector from each political party has arrived.




Opening the Polls

• What if the facilities are 
closed?

Call the Board of Elections at 
938-2400, 2401, 2402 or 2403.

• What if an Inspector is absent 
or calls in sick?

The inspectors will call the 
Board of Elections in Little 
Valley as soon as possible.

Presenter
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What if the facilities are closed?
Call the Board of Elections at 938-2400, 2401, 2402 or 2403.

What if an Inspector is absent or calls in sick?
The inspectors will call the Board of Elections in Little Valley as soon as possible.




Opening the Polls

In order to open the polling site you must have a 
bi-partisan team of one Democratic and one 

Republican inspector present. If this is not the 
case, the Inspectors will call the Board of 

Elections immediately. Polls must be opened in a 
timely manner; if the poll site is still locked
when you arrive, call the Board of Elections 

immediately.
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In order to open the polling site you must have a bi-partisan team of one Democratic and one Republican inspector present. If this is not the case, the Inspectors will call the Board of Elections immediately. Polls must be opened in a timely manner; if the poll site is still locked when you arrive, call the Board of Elections immediately.




Opening the Polls
When all workers have arrived at the 

polling site the Inspectors will assemble, 
vote for a Chairman, who will open the 

Brown Supply Suitcase and give the 
Caramel Nylon Bag to the Machine 

Inspectors immediately.
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When all workers have arrived at the polling site the Inspectors will assemble, vote for a Chairman, who will open the Brown Supply Suitcase and give BMD supplies located in the Caramel Nylon Bag to Machine Inspectors immediately.




Machine Inspectors 
• Receive Supplies in Caramel bag from Chairman.

– Bag A, empty Flash Card Bag, Machine Manual

• Open Ballot Box Door Record the seal on your ICE 
Statement of Canvass

• Remove the Burgundy Ballot Bag(s) (containing all 
un-voted ballots) Privacy Ballot Folders and ballot 
reconciliation sheet to Table Inspectors

• Inventory Supplies Check-off List & ADA 
requirements sheet.

• Prepare machine for voting.

Presenter
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Machine Inspectors
Receive Supplies in Caramel bag from Chairman.
Bag A, empty Flash Card Bag, Machine Manual
Open Ballot Box Door Record the seal on your ICE Statement of Canvass
Remove the Burgundy Ballot Bag(s) (containing all un-voted ballots) Privacy Ballot Folders and ballot reconciliation sheet to Table Inspectors
Inventory Supplies Check-off List & ADA requirements sheet.
Prepare machine for voting.



Table Inspectors
• Organize Supplies. 
• Set up tables.
• Distance Markers.
• Reconcile ballots with Ballot Reconciliation Sheet.
• Put out signs.
• ADA Booth.
• Privacy Booths.
• ADA Supplies cones, signs, etc.
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Table Inspectors 
Organize Supplies. 
Set up tables.
Distance Markers.
Reconcile ballots with Ballot Reconciliation Sheet.
Put out signs.
ADA Booth.
Privacy Booths.
ADA Supplies cones, signs, etc.




Equipment at Poll Site – Early Voting
 ICE machine.
 Blue privacy screen.
 Yellow privacy booth.
Handicapped privacy booth in case.
 Signs and cones.
 Brown supply suitcase.
 Electronic pollbook, Pollprint tower
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Equipment at Poll Site – Early Voting
ICE machine.
Blue privacy screen.
Yellow privacy booth.
Handicapped privacy booth in case.
Signs and cones.
Black supply suitcase.
Electronic pollbook, Pollprint tower




Equipment at Poll Site – Election Day
 Imagecast Evolution (ICE) or ICP scanner.
 Blue privacy screen.
 Yellow privacy booth.
Handicapped privacy booth in case.
 Signs and cones.
 Brown supply suitcase.
 Electronic pollbook.
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Equipment at Poll Site
Imagecast ICP or ICE.
Blue privacy screen.
Yellow privacy booth.
Handicapped privacy booth in case.
Signs and cones.
Brown supply suitcase.
Electronic pollbook.




Inside the Machine – Election Day
• Burgundy Ballot Bag with ballots, privacy 

sleeves. 
• Cardboard Privacy Sleeves
• Extension cord and tape to mark floor.
• Extra ICE machine printer tape roll
• Bag B with two security keys (I-buttons)
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Inside the Machine
Burgundy Ballot Bag with ballots, privacy sleeves. 
Cardboard Privacy Sleeves
Extension cord and tape to mark floor.
Extra ICE machine printer tape roll
Bag B with two security keys (I-buttons)




Inside Brown Supply Suitcase
• How to Vote poster in side pocket.
• Supply flap with table inspector supplies and 

emergency extra seals, batteries and ballot 
pens. 

• Color-coded nylon bags.
• Back-up Paper Pollbook(s). Emergency use only!
• Accordion file with forms, instructions, table 

manual, affidavit ballots & envelopes.
• Caramel bag with clipboard, machine manual, 

flash card bag and Bag A.
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Inside Brown Supply Suitcase
How to Vote poster in side pocket.
Supply flap with table inspector supplies and emergency extra seals, batteries and ballot pens. 
Color-coded nylon bags.
Back-up Paper Pollbook(s). Emergency use only!
Accordion file with forms, instructions, table manual, affidavit ballots & envelopes.
Caramel bag with clipboard, machine manual, flash card bag and Bag A.




Preparing The Polling Place
 Arrive one hour before opening. (We’ll be in the office, too.)

 Confirm Seals on voting machine - ICE Statement of Canvass

 Inventory supplies
Use the inventory supply list accordion folder
Count all ballots and confirm on Ballot Reconciliation

 Arrange polling area
Put up signs and sign posts, American flag, distance markers and privacy 

booths
 Start voting machine and electronic pollbooks.

Not working properly? Contact Board of Elections.

Presenter
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Preparing The Polling Place
 Arrive one hour before opening. (We’ll be in the office, too.)
Confirm Seals on voting machine - ICE Statement of Canvass	
 Inventory supplies
Use the inventory supply list accordion folder
Count all ballots and confirm on Ballot Reconciliation
 Arrange polling area
Put up signs and sign posts, American flag, distance markers and privacy booths
Start voting machine and electronic pollbooks.
Not working properly? Contact Board of Elections.





Voter Privacy

Private voting area 
Privacy sleeves
Received with ballot
Returned after inserting ballot 

in scanner

Privacy Booths
No one loitering behind another voter

Privacy at scanner

Presenter
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Voter Privacy – Each voter is entitled to privacy while marking and casting their ballot.
We provide:
Private voting area 
Privacy sleeves which are received with the ballot and returned after inserting the ballot into the scanner
Privacy Booth - no one loitering behind another voter at the yellow booth while the voter is marking their ballot.
Privacy at scanner. Note how the  inspector is standing by on the other side of the privacy screen where she cannot see the voter’s ballot.




Opening the ImageCast Evolution 
Machine

• All inspectors must watch the Machine 
Inspector Training Video

• This was sent to you in a link via email

• You should always refer to your Machine 
Inspector Manual on Election Day!

Presenter
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Refer to manufacturer’s video that demonstrates the basics. What you won’t see are the specific seals we use and the password entry process. We will cover that in our hands-on experience.



Verify Ballots and Seal #s

Joan Smith Jane Doe
X

x 0

Presenter
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Two of the most important functions of the election inspector are ballot accountability 
and the recording/application of serial numbered seals to prove equipment has not been tampered with.
These processes are required under the law and we cannot stress enough the importance of completing these tasks completely and accurately.
Prior to the opening of the polls, inspectors must verify, on the Ballot Reconciliation Sheet, that the number of ballots issued and the serial numbers match what they have received from the Board of Elections. If these numbers to not match call the Board of Elections.
Also, inspectors must record the seal numbers found on the voting machine and ballot bag. If these numbers do not match, call the Board of Elections.



Sealed for Our Protection

Red paper seal

Red plastic seal

White plastic seal

New seals Broken or used seals
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Notify the Board of Elections if seals on the machine don’t match or appear to be tampered with.



Processing Voters
 Verify voter – find using first three letters of first 

and last names – follow procedure in PollPad Guide
 Verify if name and address are correct
If their address is incorrect, and still in district, complete 

name/address change section on Election Day Report
Provide voter with registration form to complete and 

place in Gold Bag
 Compare signatures
 If they have changed their name, they should sign as in book 

then complete a new registration form Inspectors should 
note the name/address change  on Election Day Report.

 Is ID required? Ask for a NYS drivers license/ID card
 Compare address on ID with poll book.
 If something does not match-challenge voter.
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Processing Voters
Verify voter – find using first three letters of first and last names – follow procedure in PollPad Guide
Verify if name and address are correct
If their address is incorrect, and still in district, complete name/address change section on Election Day Report
Provide voter with registration form to complete and place in Gold Bag
Compare signatures
If they have changed their name, they should sign as in book then complete a new registration form Inspectors should note the name/address change  on Election Day Report.
Is ID required? Ask for a NYS drivers license/ID card
Compare address on ID with poll book.
If something does not match-challenge voter.




Electronic Pollbook

Presenter
Presentation Notes
Refer to PollPad User Guide.



Inspector fills in 
stub # and initials

Signature on file Voter signs here

Back-up Paper Pollbook
(Emergency use only – must have permission of commissioners)

Presenter
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Here is a page from a backup paper poll book.



Sign-in Procedure
A bi-partisan team  should supervise verification for each 
voter's registration at the polling site.
1. Greet the voter.
2. Ask for the voter's name and RESIDENCE. 
3. Distinctly repeat the person's name and address.
4. Find the voter's registration record in your electronic 
poll book. The poll book is a computerized list of voters, 
containing the digitized signatures and important 
registration information. 

• Primary Only – epollbook will notify you if the voter is 
not eligible to vote. 

Presenter
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A bi-partisan team  should supervise verification for each voter's registration at the polling site.
1. Greet the voter.
2. Ask for the voter's name and RESIDENCE. 	
3. Distinctly repeat the person's name and address.
4. Find the voter's registration record in your electronic poll book. The poll book is a computerized list of voters, containing the digitized signatures and important registration information.  
Primary Only – make sure voter is enrolled in the political party that has a primary election.



Verifying Identification
Most voters at your polling place won’t need to 
show ID because it has already been completed. 
These voters can sign in and proceed to voting.

• What if Identification Is Required?
If the poll book indicates ID Required, the voter 
must produce a physical form of ID before being 
allowed to vote. If ID is required it will be 
displayed in the electronic pollbook.
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Most voters at your polling place won’t need to show ID because it has already been completed. These voters can sign in and proceed to voting. 
What if Identification Is Required?
If the poll book indicates ID Required, the voter must produce a physical form of ID before being allowed to vote. If ID is required it will be displayed in the electronic pollbook.
 Remember, NEVER, EVER unseal and use the backup paper pollbook unless instructed by the Board of Elections!




Acceptable Forms of ID (Pg. 32)

• Passport
• Driver's License
• Student ID Card
• Pistol; or firearm permit
• Hunting/Fishing license
• Seneca Nation enrollment card
• Military Identification
• Government Identification

Presenter
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What are acceptable forms of ID?
Passport
Driver's License
Student ID Card
Pistol; or firearm permit
Hunting/Fishing license
Seneca Nation enrollment card
Military Identification
Government Identification




Additional Forms of ID

• The following forms of identification showing the 
name and address can be used as long as they are 
current:

• Utility Bill
• Bank Statement
• Government Check
• Paycheck
• Government Document

Presenter
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The following forms of identification showing the name and address can also be used as long as they are current:

Utility Bill
Bank Statement
Government Check
Paycheck
Government Document




Sign-in  Cont’d

• If a voter has to show you ID, you look at the 
ID they give you, and if it matches the 
information from the Election office, THE 
VOTER IS GIVEN A BALLOT TO VOTE.  You make 
a note that they showed you ID, but we don’t 
need any numbers recorded. Inspectors who 
viewed ID should initial.

Presenter
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If a voter has to show you ID, you look at the ID they give you, and if it matches the information from the Election office, THE VOTER IS GIVEN A BALLOT TO VOTE.  You make a note that they showed you ID, but we don’t need any numbers recorded. The inspectors who viewed ID should initial.




If Voter is Not in Poll Book:
• Call the Board of Elections. Don’t guess. Don’t 

turn away!
• We may tell you to:

– Advance search on the epollbook
– Give the voter the Notice to Voters

• The voter is entitled to seek a court order
• The voter is entitled to vote by affidavit

Presenter
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If the voter is not in the poll book, call the Board of Elections. Don’t guess.
Call the Board of Elections. Don’t guess. Don’t turn away!
We may tell you to:
Advance search on the epollbook
Give the voter the Notice to Voters
The voter is entitled to seek a court order
The voter is entitled to vote by affidavit



When Voter Info Has Changed 
What if the Voter Has an Address Change?
If the voter's name is in your epollbook, but at a 
different address that is still within your election 
district, the person may still vote on the voting 
machine but needs to complete a voter 
registration form(returned to the Gold Bag). If 
the voter's new address is in your district, and 
their name is not in the electronic poll book, 
provide the voter with a Notice to Voters 
statement, and then follow instructions for 
processing an affidavit ballot/court order.

Presenter
Presentation Notes
What if the Voter Has an Address Change?
If the voter's name is in your epollbook, but at a different address that is still within your election district, the person may still vote on the voting machine but needs to complete a voter registration form(returned to the Gold Bag). If the voter's new address is in your district, and their name is not in the electronic poll book, provide the voter with a Notice to Voters statement, and then follow instructions for processing an affidavit ballot/court order.




When Voter Info Has Changed 

What if the Voter Has a Name Change?
If a voter has changed their name, BUT HAS NOT 
MOVED, they do not need to update their 
registration with the Board of Elections before 
being allowed to vote on the machine, but must 
complete a new voter registration so that the 
Board of Elections can scan their new signature 
and update their voter record. The completed 
registration must be placed in the Gold Bag.

Presenter
Presentation Notes
What if the Voter Has a Name Change?
If a voter has changed their name, BUT HAS NOT MOVED, they do not need to update their registration with the Board of Elections before being allowed to vote on the machine, but must complete a new voter registration so that the Board of Elections can scan their new signature and update their voter record. The completed registration must be placed in the Gold Bag.




Signing the Poll Book 

• After you have verified the address, TURN THE 
POLLPAD to the voter and have them sign their name. 
If a voter is unable to sign, NO ONE can sign for them 
(not even a Power of Attorney). The voter can mark an 
X if they can. This is acceptable. If someone is unable 
to sign or make an X on their own, you, the inspector 
will mark UNABLE TO SIGN in the box where the voter 
would sign.

Presenter
Presentation Notes
Signing the Poll Book 
After you have verified the address, you TURN THE POLLPAD to the voter and have them sign their name. If a voter is unable to sign, NO ONE can sign for them (not even a Power of Attorney). The voter can mark an X if they can. This is acceptable. If someone is unable to sign or make an X on their own, you, the inspector will mark UNABLE TO SIGN in the box where the voter would sign.




Presenting Election Day Ballots
After the voter has signed, you may tear off the 
next ballot in your ballot booklet to give to the 
voter so he/she may cast their vote. Hand them the 
ballot with the proposition side up, inside the 
privacy folder. Remember that only one (1) ballot 
booklet can be open on the table at a time.

Presenter
Presentation Notes
Presenting the Ballot 
After the voter has signed, you tear off the next ballot in your ballot booklet and give it to the voter so he/she may cast their vote. Hand them the ballot with the proposition side up, inside the privacy folder. Remember that only one (1) ballot booklet can be open on the table at a time.




Presenting Election Day Ballots 
• After the voter signs in, 2 inspectors initial and 

follow the prompts to process the voter in 
ePollbook. 

• Poll Inspectors will be close by AVAILABLE TO 
ASSIST IF NEEDED, but not so close as to be 
intrusive or invade voter's privacy. The inspector 
will direct traffic to the next available booth or 
voting machine.

Election Inspector in background
(behind blue tape)
to assist if needed.

Presenter
Presentation Notes
After the voter signs in, initial. Voter then proceeds to the Privacy Area to record their vote.
Poll Inspectors will be close by AVAILABLE TO ASSIST IF NEEDED, but not so close as to be intrusive or invade voter's privacy. The inspector will direct traffic to the next available booth or voting machine.




Presenting Early Voting Ballots
After the voter has signed, you present a receipt 
from the receipt printer to the voter and send them 
to the PollPrint station to receive their ballot which 
will be given there after it is printed on site. Hand 
them the ballot with the proposition side up, inside 
the privacy folder. Retain the voter’s receipt.

Presenter
Presentation Notes
Presenting Early Voting Ballots
After the voter has signed, you present a receipt from the receipt printer to the voter and send them to the PollPrint station to receive their ballot which will be given there after it is printed on site. Hand them the ballot with the proposition side up, inside the privacy folder. Retain the voter’s receipt.




We All Make Mistakes

If voter goofs and needs a new ballot:
• Walk the voter to the registration table. 
• Voter should fold in half, write spoiled on the 

back of the ballot, proposition side. 
• Instruct the voter to place the ballot in the RED 

Nylon Spoiled Ballot Bag.
• Issue a new ballot, by spoiling the ballot in the 

epollbook!

Presenter
Presentation Notes
If the voter errs and needs a new ballot:
Walk the voter to the registration table. 
Voter should fold in half, write spoiled on the back of the ballot, proposition side. 
Instruct the voter to place the ballot in the RED Nylon Spoiled Ballot Bag.
Issue a new ballot, following procedure in PollPad Guide.



We All Make Mistakes

• Walk the voter back to the privacy area.
• After the voter has filled out the new ballot, they 

will proceed to the voting machine to cast their 
ballot.

• Remember:
They have a maximum of three attempts to cast a 

ballot.
Third chance can be hand counted (Green Nylon Bag) 

if the machine still will not read it.
• DO NOT TAKE BALLOT FROM VOTER AND INSERT

INTO MACHINE!

Presenter
Presentation Notes
Walk the voter back to the privacy area.
After the voter has filled out the new ballot, they will proceed to the voting machine to cast their ballot.
Remember:
They have a maximum of three attempts to cast a ballot.
Third chance can be hand counted (Green Nylon Bag) if the machine still will not read it.
DO NOT TAKE BALLOT FROM VOTER AND INSERT INTO MACHINE!




Building Emergency

Safety is the first priority for both you and 
the voters. 

Most importantly, remember to stay calm, 
keep the voters calm, and follow the 
appropriate steps.

Presenter
Presentation Notes
Safety is the first priority for both you and the voters. 


Most importantly, remember to stay calm and keep the voters calm, and then follow appropriate steps.





Building Emergency

Upon arrival make sure all 
Election Inspectors are familiar 

with the building evacuation 
procedures. Be aware of all exits 

and escape routes.

Presenter
Presentation Notes
Be Ready!

Upon arrival make sure all Election Inspectors are familiar with the building evacuation procedures. Be aware of all exits and escape routes.




Steps to Follow in an Emergency
• Chairman calls Board of Elections immediately.
• Contact necessary emergency services and building 

personnel. 
• If possible, move the voting systems, signage, and 

supplies to another room on the premises or to a 
nearby site to permit voting to continue, do not be a 
part of the hazard with your equipment.

• If you cannot relocate, move all materials and other 
supplies to a safe location.

• If you must vacate, be sure all Inspectors and voters 
leave the premises, do a head count of inspectors 
once in a safe area.

Presenter
Presentation Notes
Steps to Follow in an Emergency
Chairman calls Board of Elections immediately.
Contact necessary emergency services and building personnel. 
If possible, move the voting systems, signage, and supplies to another room on the premises or to a nearby site to permit voting to continue, do not be a part of the hazard with your equipment.
If you cannot relocate, move all materials and other supplies to a safe location.
If you must vacate, be sure all Inspectors and voters leave the premises, do a head count of inspectors once in a safe area.




Securing the polling Site:

If the emergency is such that the only 
alternative is to leave immediately:
• Try to take the pollbooks, ballots and 

machine keys with you.
• Exit the poll site calmly and promptly.
• Once you are safe, your Chairman will notify 

the Board of Elections.

Presenter
Presentation Notes
Securing the polling Site:
If the emergency is such that the only alternative is to leave immediately:
Try to take the pollbooks, ballots and machine keys with you.
Exit the poll site calmly and promptly.
Once you are safe, your Chairman will notify the Board of Elections.




Machine Problems
If you experience any malfunction with the 
voting machine, please call the Board of 
Elections at once!

They will offers suggestions for remedying the 
problem OR send a technician.

If something is visibly cracked or broken, please 
say so. Lack of information can result in an 
unnecessary delay in repairs.

Presenter
Presentation Notes
If you experience any malfunction with the voting machine, please call the Board of Elections at once!

They will offers suggestions for remedying the problem OR send a technician.

If something is visibly cracked or broken, please say so. Lack of information can result in an unnecessary delay in repairs.




Different Types of Ballots

Presenter
Presentation Notes
Let’s talk about the different kinds of ballots.



Different Nylon Bags for Different Ballots
Each nylon bag has a different purpose. All but 
the caramel-colored bag pertain to ballots. Each 
bag tells on the back what its purpose is. The 
label in the clear front pocket tells you what 
information to record on it and where to place 
each nylon bag at the end of the night. 

Following these simple 
instructions is very 
important and will make 
everyone’s job easier.

Presenter
Presentation Notes
There are Different Nylon Bags for Different Kinds of Ballots

Each nylon bag has a different purpose. All but the caramel-colored bag pertain to ballots. Each bag tells on the back what its purpose is. The label in the clear front pocket tells you what information to record on it and where to place each nylon bag at the end of the night. Following these simple instructions is very important and will make everyone’s job easier.




Affidavit Ballot 
(Folded ballot from Brown Supply Bag, NOT a Stubbed 

ballot)
Voter must
Completely fill out the front of the envelope.
Sign and date.
Mark ballot and place inside envelope.
Return sealed envelope to inspector.

Inspector must
Verify envelope for completeness.
Complete District info on bottom section.
Record on Election Day Report.

Presenter
Presentation Notes

If a person’s name is missing in the poll book, that person may vote by affidavit ballot or under court order.

Before you issue an affidavit ballot, it is important that you determine if the voter is at the correct polling place and election district.

At the close of the polls on Election Day, Affidavit Ballots are returned unopened to the Board of Elections.

 (An affidavit ballot looks similar to an absentee  ballot and is inserted in special envelope.)
If the affidavit process is not completed correctly, the ballot may be disqualified and not count. We don’t want that to happen due to an error that COULD HAVE BEEN AVOIDED!
Voter must
Completely fill out the front and back of envelope.
Sign and date.
Mark ballot and place inside envelope.
Return sealed envelope to inspector.
Inspector must
Instruct voter to read Notice to Voters (Pg. 79).
Verify envelope for completeness.
Complete District info on bottom section.
Record on Election Day Report.




Affidavit Envelope 

Voter
completes

Inspector fills in Election District Info!

Presenter
Presentation Notes
Incomplete/incorrect information may invalidate ballot.
It is important that both the inspector and the voter be mindful of the instructions on the envelope.
Make sure you call the Board of Elections, so specific instructions can be given for each affidavit voter’s situation.
Inspectors must remember to fill out district info on the bottom. “For Board Use Only” means the Board of Inspectors in this case.



Affidavit Envelope

Make sure voter checks correct box/fills in the right 
previous address. Call BOE for help.

IMPORTANT!

Presenter
Presentation Notes
Filling out Section B of the affidavit envelope correctly can help make sure the votes that should count do get counted.

The first box is for voters who believe they are registered but do not appear in the poll book. The Board of Elections may have been informed that by the Postal Service during mail check or National Change of Address processes that the family has moved – when perhaps only one person changed their address. (Ex. Farmer Brown has lived in Great Valley for 50 years. His son recently moved away from home and filled out a change of address card with the post office, but the mail check cards for all voters in the house came back to the Board of Elections indicating all the voters in the home had moved, triggering an inactivation or address change.)

The second box is for people who have been registered in New York State and either moved into  your district within the last 30 days or merely within your district. The previous address must be the same as the last address on file with the Board of Elections – make sure you call for help! If the voter has moved OUT of your district, you must send them to the election district in which they now reside in order to complete their affidavit ballot.

The third box is for voters whose voter record in the poll book indicates they must show ID – but the voter showed up at the polls with no form of ID on them. (Ex. The voter shows up at the polls in their swimming trunks with no pocket for their wallet.)

The fourth box is for voters for whom records show has voted via early voting, but the voter insists they have not done so. They can vote via affidavit and the commissioners will investigate.

The fifth box pertains only to primary voters. A voter may believe they are a member of a party having a primary, but they do not appear in the poll book. Again, commissioners will investigate to make sure no administrative error has been made.





Affidavit Envelope 

Voter must sign & date

Presenter
Presentation Notes
If everything else is filled in correctly, but the voter doesn’t sign and date the envelope. The ballot cannot be counted. Please makes sure the voter signs.



Affidavit Envelope

Inspectors must complete the very 
bottom section of the affidavit 
envelope. YOU are the BOARD here..

Include the City or Town and Ward # 
or Election District #. 
(Ex. Randolph 2 or City of Olean Ward 3)

Presenter
Presentation Notes
Affidavit ballots will not count if they are not voted in the right election district.
Inspectors must make sure district info appears on the bottom section of the affidavit envelope.



Affidavits
While the voter is filling out the Affidavit 
Envelope the Election Inspector will  complete 
the Election Day Report Section V.

Presenter
Presentation Notes
While the voter is filling out the Affidavit Envelope the Election Inspector will  complete the Election Day Report Section V.




Emergency Ballots
Door on end of Imagecast 

used only during machine 
breakdown.

Notify BOE immediately.
Do not let anyone walk away 

without dropping a ballot in 
the ballot box.

 Can be scanned after repair 
by a bi-partisian team.

Presenter
Presentation Notes
If a voting machine malfunction occurs, voters will be instructed to place their ballots in the emergency ballot box slot on the front of the machine. (Remember, the Board of Elections must be immediately notified of an malfunction.)



Emergency Ballot Voting
– Voter signs poll book.
– Voter issued pre-printed ballot, proposition side up 

in privacy folder.
– Open Emergency slot located on the back of the 

machine the voter may place the ballot in this slot.

EMERGENCY
BALLOT 
SLOT

Presenter
Presentation Notes
In the event of emergency ballot voting:
Voter signs poll book.
Voter is issued pre-printed ballot, proposition side up in privacy folder.
Open Emergency slot located on the back of the machine the voter may place the ballot in this slot.




Emergency Ballot Processing 
• After repairs are complete, a Bi-Partisan team of 

Election Inspectors will remove the ballots from the 
emergency ballot compartment and scan them 
through. Close and lock the emergency door before 
scanning the ballots. Don’t forget to record the seal!

• If ballots are "Un-scanned" at the end of the day, the 
number of un-scanned ballots are counted, recorded 
on the Ballot Reconciliation Sheet and returned in the 
Green Un-scanned Nylon Bag to the Board of Elections 
for canvass.  Remember to fill out the nylon bag label 
at the end of the night.

Presenter
Presentation Notes
After repairs are complete, a Bi-Partisan team of Election Inspectors will remove the ballots from the emergency ballot compartment and scan them through. Close and lock the emergency door before scanning the ballots.

If ballots are "Un-scanned" at the end of the day, the number of un-scanned ballots are counted, recorded on the Ballot Reconciliation Sheet and returned in the Green Un-scanned Nylon Bag to the Board of Elections for canvass.  Remember to fill out the nylon bag label at the end of the night.




Absentee Voters

• If a voter states that they voted absentee or 
that they requested an absentee ballot they 
may still vote in person on the machine.  Call 
the Board of Elections so their absentee 
ballot can be pulled out and not counted. 
This information should also be documented 
on your election day reporting sheet.

Presenter
Presentation Notes
Sometimes an absentee voter thought they would be out of town, but plans changed and they are home on Election Day.

If a voter comes in and tells you that they thought they would be out of town or not able to come for whatever reason, and that they voted by an absentee ballot, THEY MUST NOW VOTE ON THE MACHINE!!!!  Call the Board of Elections so their absentee ballot can be pulled out and not counted.  




Absentee Voters
• You CAN take a voted Absentee ballot that 

someone brings in to your poll site as long as 
the ballot is from a Cattaraugus County 
resident.  The ballot should be placed into the 
Green Absentee Drop-off Bag.  This bag should 
be sealed at close of polls and sent to the 
Board of Elections with the Sheriff Deputy.

• If working a Village Election, absentee ballots 
are counted that night.  

Presenter
Presentation Notes
You may accept absentee ballots delivered by the voter’s friends/family to the poll site.

You CAN take a voted Absentee ballot that someone brings another person’s ballot in to your poll site as long as the ballot is from a Cattaraugus County resident.  The ballot is placed in the absentee ballot bag and returned in the Gold Nylon Bag to the Board of Elections.  Remember to fill out the paper in bag pocket at the end of the night.
 
If working a Village Election, absentee ballots are counted that night.  See Appendix page 95. 




Write-Ins
Write-Ins are allowed in most elections. The write in box 
is found at the bottom of each race on the ballot. The 
voter can write in their candidate's name, the machine 
will automatically scan it as a write-in. These ballots are 
segregated and will be removed at close of polls by the 
machine inspectors, recorded and placed in the Blue 
Nylon Bag.

Write-in Box

Presenter
Presentation Notes
Write-Ins are allowed in most elections. At the bottom of every race on the ballot, there is a square for a voter to write in a name.  All the voter has to do is write in their candidate's name in the box and the machine will automatically scan it as a write-in. They must keep their choice within the square for that office.




Counting Write-ins

• At the close of the polls, poll workers will count 
the number of write-in votes cast; record the 
number of write-in ballots and the names/offices  
on the Write-in Certificate. "Write-in Ballots" are 
put in the Navy Blue Nylon Bag.  Remember to fill 
out the paper in bag pocket. At close of polls, put 
the bag with write-in ballots in the Burgundy 
Ballot Bag for return to Little Valley.  Put the 
Write-In Certificate in the Flash Card Bag even if 
the number reported is “0”.

Presenter
Presentation Notes
Counting Write-ins 
At the close of the polls, poll workers will count the number of write-in votes cast; record the number of write-in ballots on the Write-in Certificate and place ballots in a "Write-in Ballots" Navy Blue Nylon Bag.  Remember to fill out the paper in bag pocket.  At end of the day, put the bag with write-in ballots for the machine specified in the Blue Ballot Bag for return to Little Valley.  Put the Write-In Certificate in the Flash Card Bag even if the number reported is “0”.




Write-in Certificate

You will find this inside 
the Navy Nylon Bag.

HOWEVER, at the end of 
the night, once you have 
completed this sheet, 
you will RETURN IT IN 
THE FLASH CARD BAG. 
THESE ARE ELECTION 
RESULTS JUST LIKE THE 
MACHINE TAPE!

0

Olean Ward 1 52
11/5/19

Jane Doe John Roe
Joan Smith Jill Jones

Remember to 
complete and sign 

the certificate even if 
there no write-ins.

Presenter
Presentation Notes
The  Write-in Certificate is an important component of election results – even if there were no write-ins at your poll site.

You will find this inside the Navy Nylon Bag.

HOWEVER, at the end of the night, once you have completed this sheet, you will RETURN IT IN THE FLASH CARD BAG. THESE ARE ELECTION RESULTS JUST LIKE THE MACHINE TAPE!




Write-In Ballots
• Voted machine ballots which contain write-ins 

are automatically sorted into a separate 
compartment inside the machine. Once you 
have recorded write-in results on the 
certificate, place the write-in ballots in the 
Navy Nylon Bag and place Navy Nylon Bag in 
Burgundy Ballot Bag.

• NEVER, NEVER, NEVER put machine ballots in 
the Brown Supply Suitcase!

Presenter
Presentation Notes
Handling ballots with write-ins

Voted machine ballots which contain write-ins are automatically sorted into a separate compartment inside the machine. Once you have recorded write-in results on the certificate, place the write-in ballots in the Navy Nylon Bag and place Navy Nylon Bag in Blue Wheeled Ballot Bag.

NEVER, NEVER, NEVER put machine ballots in the Brown Supply Suitcase!




Assisted Voting

 Voter must be able to request assistance 
from family, friend or bi-partisan team of 
inspectors.  (NEVER assist alone!)
Employer or union rep MAY NOT ASSIST!

 Take assistance oath.

 Complete assistance provided on Section IV 
of Election Day Report.

Presenter
Presentation Notes
Voter must be able to request assistance from family, friend or bi-partisan team of inspectors.  (NEVER assist alone!)
     Employer or union rep MAY NOT ASSIST!

Take assistance oath.

Complete assistance provided on Section IV of Election Day Report.
 
IMPORTANT: Record under Section IV on Election Day Report.   (Appendix Page 93)



Court Orders
When an unregistered person insists on voting, they 
should be presented with the Notice to Voters. This 
outlines the option to obtain a court order, which 
they need in order to vote on machine.

What an Inspector must do upon receipt:
Allow person to vote on machine (if instructed).
Court order must be placed in the Gold Nylon Bag.
Or to vote by affidavit ballot.
Record appropriately in court 
order section of  Election Day 
Report.

Presenter
Presentation Notes
When an unregistered person insists on voting, they should be presented with the Notice to Voters. This outlines the option to obtain a court order, which they need in order to vote on machine.
What an Inspector must do upon receipt:
Allow person to vote on machine (if instructed).
Court order must be placed in the Gold Nylon Bag.
Or to vote by affidavit ballot.	
Record appropriately in court 
order section of  Election Day 
Report.




Spoiled Ballots (Red Bag)
 When voter returns a ballot:
 Over-voted ballot
 Extra marks on ballot 
 Tabulator unable to read (and they want to try again)

 Voter folds, writes ‘spoiled’ on the back of the ballot 
and places in  Red Nylon Bag.

 Voter receives maximum of 3. *If on third try the ballot 
still will not scan the voted ballot must be put in the 
Green Nylon Bag

 Count quantity for ballot reconciliation at closing of 
poll (this information can be found on the epollbook as 
well).

 Follow procedure in Pollpad Guide.

Presenter
Presentation Notes
Spoiled Ballots (Red Bag)
When voter returns a ballot:
Over-voted ballot	
Extra marks on ballot 
Tabulator unable to read (and they want to try again)
 Voter folds, marks ‘spoiled,’ and places in   Red Nylon Bag.
Voter receives maximum of 3. 
Count quantity for ballot reconciliation at closing of poll.
Follow procedure in Pollpad Guide.




Primaries
• Only qualified voters of the party having the 

primary are allowed to vote. They have to 
vote in the party in which they are registered. 

(Some minor parties allow exceptions some years.)

• After the voter signs in, the inspector should 
hand them the appropriate ballot according to 
the voter’s enrollment (if there is more than 
one party primary). 

Presenter
Presentation Notes
In a Primary Election:
Only qualified voters of the party having the primary are allowed to vote. They have to vote in the party in which they are registered. 
(Some minor parties allow exceptions some years.)

After the voter signs in, the inspector should hand them the appropriate ballot according to the voter’s enrollment (if there is more than one party primary). 




Challenging a Voter
Any qualified voter may challenge a voter’s 

eligibility.

Reasons a voter may be challenged:
-The person’s signature does not match the current 
registration signature;
-Someone else using the same name has already 
voted;
-The person is believed not to reside at his or her 
registered address.

Challenges are decided by the Board of Inspectors. 

Presenter
Presentation Notes
Any qualified voter may object to the counting of any ballot.

Reason a voter may be challenged:

-The person’s signature does not match the current registration signature
-someone else using the same name has already voted
-the person is believed not to reside at his or her registered address.

Challenges are decided by the Board of Inspectors. 



Inspector Training Slideshow 
Password

#2  Governor



Processing a Challenged Voter
• Add challenged voter's name to the Election Day Report.

• Give the challenged voter the Affidavit of Person 
Challenged statement. 

• Administer the preliminary oath to the voter. 

• Question the voter about qualifications.

• Inspectors vote on eligibility to vote.

Presenter
Presentation Notes
Processing a Challenged Voter 

Add challenged voter's name to the Election Day Report.

Give the challenged voter the Affidavit of Person Challenged statement. 
Administer the preliminary oath to the voter. 

Question the voter about qualifications.

Inspectors vote on eligibility to vote.




Processing a Challenged Voter

• If Inspectors decide challenge is warranted, the 
voter is not allowed to vote. If the inspectors are 
satisfied with the voter’s answers, the challenge is 
withdrawn and the voter is allowed to vote on the 
machine. 

• However, if voter insists, administer Oath B on the 
Affidavit of Person Challenged statement, voter 
signs and dates the oath and inspectors witness 
the voter’s signature.  The voter is then allowed to 
vote on the machine.

Presenter
Presentation Notes
Processing a Challenged Voter
If Inspectors decide challenge is warranted, the voter is not allowed to vote. If the inspectors are satisfied with the voter’s answers, the challenge is withdrawn and the voter is allowed to vote on the machine. 
However, if voter insists, administer Oath B on the Affidavit of Person Challenged statement, voter signs and dates the oath and inspectors witness the voter’s signature.  The voter is then allowed to vote on the machine.





Unscanned Ballots (Green Bag)
• When a qualified voter attempts to vote by placing 

his/her ballot into the Voting Machine and the ballot is 
rejected for any reason -- and the voter is unwilling to 
fill out a new ballot, the ballot is considered un-
scanned.

• When a voter leaves the ImageCast before the ballot is 
accepted and the ballot is rejected for any reason, the 
ballot is considered un-scanned.

• If any are found, place in Green Nylon Bag for return to 
the Board of Elections in Burgundy Ballot Bag.

Presenter
Presentation Notes
Unscanned Ballots (Green Bag)
When a qualified voter attempts to vote by placing his/her ballot into the ICP and the ballot is rejected for any reason -- and the voter is unwilling to fill out a new ballot, the ballot is considered un-scanned.
When a voter leaves the ImageCast before the ballot is accepted and the ballot is rejected for any reason, the ballot is considered un-scanned.
If any are found, place in Green Nylon Bag for return to the Board of Elections in Burgundy Ballot Bag.



Abandoned Ballots (Black Bag)
• An abandoned ballot is any ballot found 

someplace other than the voting machine.  
Fold, write ABANDONED on back and place in 
Black Nylon Bag for return to the Board of 
Elections in Burgundy Ballot Bag.

Presenter
Presentation Notes
Abandoned Ballots (Black Bag)
An abandoned ballot is any ballot found someplace other than the voting machine.  Fold, write ABANDONED on back and place in Black Nylon Bag for return to the Board of Elections in Burgundy Ballot Bag.




Closing the Polls

Declare polls closed at 9 pm!
One inspector gets in back of line 
– no more voters allowed to get in line.

Allow voters in line 
in front of inspector to vote.

Secure voting machine.

Presenter
Presentation Notes
Closing the Polls

Declare polls closed at 9 pm!
One inspector gets in back of line 
– no more voters allowed.

Allow voters in line 
in front of inspector to vote.

Secure voting machine.




Closing, cont’d

Start canvass of the results. You’ll need:
Emergency/un-scanned ballots.
Printer tape.
Write-in votes & certificate.
Fully Complete Ballot Reconciliation.

Prepare the Flash Card Bag!

Presenter
Presentation Notes
Closing procedures continued:
 Start canvass of the results. You’ll need:
Emergency/un-scanned ballots.
Printer tape.
Write-in votes & certificate.
Fully Complete Ballot Reconciliation.

Prepare flash card bag and ballot bag for pickup.



FLASH CARD BAG

• Must contain Flash Card, Completed Write-In 
Certificate, Zero Tape and Results Tape.

• Return with (but NOT INSIDE) burgundy ballot 
bag on Election Night (see inside pocket of 
machine inspector manual for location).

Presenter
Presentation Notes
The Flash Card Bag will be delivered (ALONG WITH THE BURGUNDY BALLOT BAG) to the deputy at your designated drop-off site on Election Night.
The Flash Card Bag must contain Flash Card, Completed Write-In Certificate, Zero Tape and Results Tape.
Do NOT PLACE THE FLASH CARD BAG INSIDE THE BURGUNDY BALLOT BAG.

See inside pocket of machine inspector manual for designated drop-off location for your polling site.




Completing the Write-In Certificate

Poll workers will count write-in votes 
cast; record number of 
write-in ballots on the Write-in 
Certificate and place ballots in Navy 
Nylon Bag (then place Navy Nylon 
Bag in wheeled Burgundy Ballot Bag) 

Place Write-In Certificate in Flash 
Card Bag even if the number 
reported is “0”.

Mayor Helen Waite 2
Mayor Hellen Weight 1

3

Olean Ward 1
11/6/18

Jane Doe
Joan Smith

Jean Roe
Jack Jones

52
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Completing the Write-in Certificate:
Poll workers will count write-in votes cast; record number of 
write-in ballots on the Write-in Certificate and place ballots in Navy Nylon Bag (then place Navy Nylon Bag in wheeled BURGUNDY Ballot Bag) 

Place Write-In Certificate in Flash Card Bag even if the number reported is “0”.




Reporting and Returns
Complete Ballot Reconciliation & ICE 

statement of canvass – Place in Bag A. 
Print & sign results tapes – Place in Flash Card 

Bag with Flash Card and Write-In Certificate. 
Seal & record seal.
Give Flash Card bag, ballot bag, gold affidavit 

bag, green absentee drop off bag and 
epollbook to sheriff’s deputy at assigned 
return site.
Complete and sign other reports
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Reporting and Returns
Complete Ballot Reconciliation  and BMD statement of canvass – Place in Bag A. 
Print tapes, sign and place in Flash Card Bag with Flash Card and Write-In Certificate. Seal & record seal.
Give Flash Card bag and ballot bag to sheriff’s deputy at assigned return site.
Complete and sign other reports.
Pack up all signs and supplies.




Ballot Reconciliation Sheet

The number of 
pre-printed 

ballots issued 
should equal the 
Total Ballots at 

the End of the Day 
(sum of unused; 
scanned ballots;

Blue Box
Equals 

Blue Box

384

1

650

389

2

250
2

400 11

x
Jane Doe John Smith

Jane Doe John Smith

x x
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The ballot reconciliation sheet should be treated as a potential court document and must be filled in completely and accurately. It is a bit like balancing a check books (What goes out has to match what comes in.)
It’s purpose is to account for every single ballot used, unused, spoiled, etc. on Election Day.
It is helpful to remember that the numbers in the orange box at the beginning of the day should match the numbers in the orange box at the end of the day.
The same is true of the blue boxes.



ICE Statement of Canvass

Record Closing Seal #s

Presenter
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The ICE Statement of Canvass should also be treated as a potential court document and must be filled I completely and accurately.
This sheet verifies the chain of custody of the machine and shows that its various components have not been tampered with by unauthorized personnel. 



Instructions Really Do Help!
• Follow instructions on forms – returning 

items to designated places makes for a 
smooth and accurate election.

• Consulting the provided manuals can save you 
much frustration.

• Instructions help you comply with the law.
• Following instructions on vouchers helps 

when processing your pay!
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Instructions Really Do Help!
Follow instructions on forms – returning items to designated places makes for a smooth and accurate election.
Consulting the provided manuals can save you much frustration. Why guess? The table of contents will help you find the needed section.
Instructions help you comply with the law.
Following instructions on vouchers helps out the staff processing your pay!




Issues from Last Year:

Some common issues from the last election 
year:

• Ballot Reconciliation not completed/not 
completed correctly.

• Write-in Certificate not included with flash 
card bag.

• Ballots (used and unused) returned in suitcase 
instead of ballot bag. YIKES! DON’T DO THIS!

• Seals changed that should not be changed.
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Issues from Last Year:
Some common issues from the last election year:
Ballot Reconciliation not completed/not completed correctly.
Write-in Certificate not included with flash card bag.
Poll book placed in ballot bag instead of suitcase.
Ballots (used and unused) returned in suitcase instead of ballot bag. YIKES! DON’T DO THIS!
 Seals changed that should not be changed.




Neatness Really Does Count!
When we ask you to return things to certain 
places, it’s so they will end up with the right staff 
member who must process materials on a 
deadline (AND FOR LEGAL REASONS). Hunting for 
lost or misplaced items slows us down. 

Most forms and items have instructions about 
where to put them. Your cooperation is very 
much appreciated. Thank you! 
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Neatness Really Does Count!

When we ask you to return things to certain places, it’s so they will end up with the right personnel who must process materials on a deadline (AND FOR LEGAL REASONS). Hunting for lost or misplaced items slows the process down. 

Most forms and items have instructions about where to put them. Your cooperation is very much appreciated. Thank you! 




Brown Supply Suitcase Return
• Return the day after the Election to BOE members at 

the Board of Elections in Little Valley.

• Our staff will be ready for you between the hours of 
9 a.m. - noon
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Brown Supply Suitcase Return

Return the brown supply suitcase the day after the Election to BOE members at the Board of Elections in Little Valley or The Pines Olean.

Staff will only be at The Pines during specific morning hours. Check the Closing the Polls Folder for these hours. Staff will be available in Little Valley during regular business hours.

Please do not arrive earlier than the designated hours.





THANK YOU AND GOOD LUCK!
• You are about to play an important part in 

the election process. Thank you!

• Remember, if you have any questions or 
problems on Election Day, call the Board of 
Elections. We are here to help!

• Don’t forget to turn in your test and fill out 
and return your pay voucher for today’s 
class!
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THANK YOU AND GOOD LUCK!
You are about to play an important part in the election process. Thank you!

Remember, if you have any questions or problems on Election Day, call the Board of Elections. We are here to help!

Don’t forget to turn in your test and fill out and return your pay voucher for today’s class!
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